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Child Mutrition Application Program

Welcome to CNAP

The Child Nutrition Application Program
http://meis.mde.state.mi.us

School Meals Program

software Last Updated: 5/23/2003
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Questions?

e E-mall,
MDE-CNAP-SchoolMeals@michigan.gov
during or after the presentation

e Live, at the end of the presentation
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Training Presentation

e WWW.Mmichigan.gov/mde

e Click on Programs and Offices
e Click on School Support Services
e Click on CNAP
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Agenda

e What i1s CNAP?

 What is needed to use CNAP?
 Accessing CNAP

* Entering a School Meals application
 Modifications and amendments

e Questions
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What is CNAP?

The Child Nutrition Application Program

* Apply online

* Error checking during entry

* Online review and comment on applications

« Amendments online

* Previous years’ application information saved and brought forward
» Up-to-date view of the applications

* Automated generation of email
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CNAP Benefits

* Reduce paperwork for applicants and MDE

e Save time In future years, since most prior year
data will be available (not just Schedule A)

* Process your application more efficiently and
quickly
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Agenda

 What is CNAP?

 What Is needed to use CNAP?
 Accessing CNAP

* Entering a School Meals application
 Modifications and amendments

e Questions
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What I1s needed to use CNAP?

1. An Internet Connection

2. Web Browser
(IE/Netscape 4.0+)

3. JavaScript and Session Cookies
enabled for the Web Browser

4. Adobe Acrobat 4.0+
5. A Valid MEIS Account

s Pregam inlsmatisn

« CHAP Access Infopmatien Schosl Maaks Prageam!

Child and Adsln Care Faad Frogiam:
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Quick facts about CNAP

Users must have access to a working Internet connection.

CNAP can be accessed from multiple machines.

CNAP does not impose any hardware requirements on its users.

CNAP is accessible through a common Web browser (IE 6.0 preferred).
CNAP is located at http://meis.mde.state.mi.us

ok -

Internet connection

 Modem (telephone lines) will be sufficient

e DSL or cable modems are faster

» The faster the connection, the easier it is to use CNAP

Beware proxy servers and other security settings
» Local security can impact performance
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What is an Internet Browser and which

ones can

An Internet Browser is computer software
used to browse (view) the World Wide
Web.

CNAP supports Internet Explorer or
Netscape versions 4.0 or higher.

You can check the version number by
clicking “Help” and then by clicking “About
Internet Explorer” or “About Netscape”.

If the version you have is below 4.0, you
can download the latest version by going
to:

http://www.microsoft.com/windows/ie/default.asp
http://home.netscape.com/download/

Browsers are free software.

Preferred: IE 6.0+
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What is JavaScript ?

JavaScript is a programming language 160 5y o

=
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that is used on Websites to increase e
functionality. In CNAP, JavaScript is used
for a variety of features including the

automatic correction of user-entered data.
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Click the "Security" tab
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What is JavaScript? (continued)

JavaScript is also used in CNAP to do
tasks such as open new windows, provide
a menu system, and supply user-friendly
error messages.

Netscape

Click "Edit"

Click "Preferences"

Click "Advanced"

Click "Enable JavaScript"

If the CNAP system detects that
JavaScript is disabled for the browser,
CNAP will show this list of steps.
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What are Session Cookies?

|| ol gt gmm rpetm D ek
. il sed Marms "

Cookies are either files or pieces of [ —
information temporarily stored in
computer memory that are used to
record information.
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What are Session Cookies? (continued)

Although some in the Internet
community are concerned about the
abuse of Disk Cookies which are often
used for marketing purposes, the
Session Cookies used by CNAP do not
warrant any sort of concern.

No sensitive data is stored within these
Cookies, and once you logoff CNAP or
close your browser each Session
Cookie is automatically removed.

Netscape

Click "Edit"

Click "Preferences"

Click "Advanced"

Under "Cookies" Click "Accept all Cookies"
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What is Adobe Acrobat Reader and
do | need it? “PDF’'s”

Adobe Acrobat Reader is a software program that is

. . i ® Licenszed to: Gary L Schafer
used to view PDF files. PDF stands for “Portable FAX® scicbats.0s 1072872001 MI Dept of Educ / Fisld Services
Document Format”. Regular Web pages which are Adobe Kww/500R7105607-900

programmed in HTML (Hypertext markup language)
do not always look good when printed. The PDF
format was designed for the Web to look consistent
each time it is printed. CNAP uses PDFs for those
things that must be printed. In some cases PDFs
are dynamically generated using data entered by
users.

Once Acrobat Reader is installed, all files in CNAP =
with the extension .pdf will be opened with the AdObe A
Acrobat Reader Program.

QuickTime and the QuickTime logo are frademaks used under license. QuickTime is registered
inthe United States and other countries.

AdObe AcrObat Reader IS free SOftware’ and Can be The table and text extraction technology was developed by BCL and licensed to Adobe by
downloaded frOm D ataveatch: v, d atawatch.com: v belcomputers.com

http://WWW-adObe-Com/DrOdUCtS/acrObat/readStepz-html Mac and the Mac Loge are trademares of Apple Computer Inc., registared in the United States

CNAP supports Adobe Acrobat and Adobe Acrobat
Reader versions 4.0+
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What is MEIS and how can an
account be obtained?

. N . . | *i]!ll‘*'['ll; Welcome to the
MEIS is the Michigan Education Information TRILLHTY  MEIS User Management System
System. @ User Management @ _[RATERSHT TS
IS
MEIS prOV|deS one SyStem fOF the GQuestions & Answers regarding MEIS User Management
management of user accounts for a variety I you are newto the MEIS system, snd were asked to obtein 2n MEIS account,

please selact the link (below an the left) labeled: Create a MEIS Account

of MDE applications.

If you have already created an MEIS account and would like to adjust your
account settings (i.e. change your MEIS password, adjust address info, stc.)
please login with the MEIS Login box provided (below on the right).

In order to use CNAP (and potentially other
State of Michigan systems) you must first
obtain a free MEIS account. This can be

If you DO NOT HAVE an MEIS Account: If you HAVE an MEIS Account, please login:

MEIS Login

. . o obtaim an MFEIS account, Lagin: I
done by going to the following URL bl ]
(Website Address) and clicking Create a e Login |
MEIS Account:

Return to the MEIS Main Menu

http://meis.mde.state.mi.us/userman/
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Create a MEIS Account in four easy steps.

Obdaim WEIS Acceus - Step 1
WIEIS accounts e urigualy genanatad bom e irdamation jau pioide

Pleaze b murs o proade the moet sccustes snd complets nfomatan poesible
D N OT t M E I S o e serens that follow sa that wa can creald jour persans MEIS accaunt
O C r e a e a n eW Aamernar thal aach MEIE accaui e nigia bo the indadua caateg if
. and your MEIS sceount shauld MEVER be shared with anyone
A C C O u n t I f O u al r e ad Al arrass lo MEE apphestans s lopgad and pancdically sodred
WEIS sccount= umed that vioksts the scoeptabls use agreement wil be reroeed
Motez A1 accounts MUPST be ndwidaal usar accomis. Accounts fomd that

h aV e O n e | 4 o e oA e v i i el ARSE
L) tha Lacat Mama ! First Mama Talds) will ks ramosed dures pariodic sdis

Please piovide i willy pone nase:

Last Kanse: il."m.-

MEIS is also used for: o —
« Claims

 MEGS
Obtaan MEIS &ccoums - Step F
® SC h O O | B U S I n V e n tO ry Welcora Des bohs, plossa prodde us with 1he al oeng comdact mformation

Contact Information
Watuz Thiz imlamation ic manded ta be wead 10 keap youimamad of import ant
ol e, Samnle:, oc Chead Fed@le 10 1the MEIS Eyalam

Flease proade us with 1he hasd and mosi detsiled information poesible. Hyaur contact
mloeration should change o o laar date, paess be s to s Hia MEES User

1. Click Create a MEIS Account and enter et bt o s ol Tk

the first and last name of the user account E'lM —
to be created. i |
o ||_—
2. Click the Proceed to Step 2 button and o 0 =
add the basic biographical information. ety e
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More on MEIS Accounts

3. Complete the
security information
used for getting
password help.

4. Verify the account
information you have
provided and click
the Create New

MEIS Account
button.

Ditain MEIS Bccomnd - Step 3

Johm Dow, pleeea pravide o with tha faliowing secriny Inkamaian

Seeurity Infarmation
Note: Thic nfommion wil be used tovwenfy 1ha identty of callars by WOE belpdesk
=iaf in order ko pedfom mamenance on MEIS accounts, such a= pesword reseis,

Plewsa provide us with thee Cuastion and Arewar paira Hhat vl
allowy s b wanify your identity. Qlur halpdesk stafiwil ack theee
cueslions to callers 1o establsh their identiy

Plogsa b s cpachic ag pessible, and do nol thoose eaciy
guessiad or obfaingd wesars for the quastions you provide

Hyau da nol provide Question ard Arewer pains), or slaf
will nol be able 10 delemine 1he ety of 3 coller and
will he unahls to as=isi wilh User Managemernt m=ues
(ie pofle modfcationg, pageword eeae, alc)

{Examples have boan provided for yon fo oo s a geido)

TABOKAAL,
Cwastiom 1
1 "Whers i9 oy favonte place to sacabicn?”

B "Thenmyweedd *

Cruasion #1: [
Al 51t |
Owpion ¥
3 Who weaz 1oy Bavorme coliege profeesort®
AT, Kathryn Joces "
Cigeaiom 573 |
Anwwer ¥E; |

Qwpsdon
o "What ¢ ooty groapcharty am I most actve wih !
A Wapital Ares Humane Seoiety - (OAHS)"

Umnstiom £ [

Ansaer 25 |

St Comy Froce=dia St=p 4

Obtain MEIS Account - Step 4

John Doe, please verify the following new account information:

Verify Account Information
Please verify all of the information you have provided us

Thank-you
Last Name: Diee
First Name: John
Email Address : jdee@email com
Phone 1: 123-123-1234
Phone 2: 234-234-2345
Address 1: 1234 Address Street
Address 2:
City: Anywhere
State: MI
Zip: 12345
ISD Code :
District Code :

Building Code:

Security Question #1:  What iz the answer to my Question #17
Security Answer #1:  Answer #1

Security Question #2:  What 15 the answer to my Question #27
Security Answer #2:  Answer #2

Security Question #3:  What iz the answer to tny Question #37
Security Answer #3:  Answer #3

Start Owver Create New MEIS Account
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Confirming your MEIS Account

The final screen will confirm your account.

Hint: Print this page for your records.

Hint: Change your password immediately.

Warning: Passwords are case-sensitive

Your MEIS account will be able to access
CNAP once you have been entered in the
system.

For help with MEIS
(517) 335-0505

Obtain MEIS Account for JohnDoe - Finished
@ PLEASE BE SURE TO PRINT
THIS INFORMATION FOR YOUR RECORDS!

The Following Account Was Created

Last Name: Doe
First Name: Tohn
Email Address : Jdeei@email com
Address 1: 1234 Address Street
Address 2:
City: Anywhere
State: T
Zip: 12345
MEIS Account Info
MEIS Account ID: A1010956
MEIS Login: JehnDoe
MEIS Password: cATQZz ¢note: this is a temporary pasaword)

Follow the link below to set your MEIS Account password.
[Use the temparany pasaword provided above to aceess the s;rstem.}

EDUCATION
< INFORMATIC

Set yvour MEIS Password

@
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Agenda

 What is CNAP?

 What is needed to use CNAP?
 Accessing CNAP

* Entering a School Meals application
 Modifications and amendments

e Questions
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How do | access CNAP?

. The first screen has links to: e
— Program Information Eﬂ.':':l ez e

—_ CNAP Access Informat'on HAF Ghikl Mulribes soplicelon Pragams
- Registering for MAIN.

. To gain access to CNAP, you must | & i o R v

first submit the appropriate CNAP S o ] QPRSI S: o7 s  r E
Security Forms. '

. Click the CNAP _Access Information s P i it SR R e

B0 1. DA i) T T 8 s 0 3 FNe] e B i A, ety

link to access the CNAP Security Ry v

- - ik Tms Lavwa - lamare] C=mmre
1Fed En 14 B o are §i | Biop - MM Ricsunl
e a e I AT e S 14k S, XY LT ORI AT CIL Bl ok g
. nneor boioa te !d\:_l At an wEs e oG L
e o s e ko e 30 VO e

. The CNAP Access Information page | o imfsmsss s puarass i e et

Jono’: pehroabecaumen by Devonated kxkcond (Ermienty foourty s
b ROMIBANON 3007 e I, (P ICATE SO | LGN K1 ATy L0 By LM

will direct you to download, print,  Emstam nfomtien s
complete and mail the appropriate * P hcemiemes €= |

' Waw Denlgnea
4 Raplazement Desgned for

security forms to gain access to R — O
CNAP.

1, Ol Miprten Anchoat
" .-V'\u.:rb.iw<:wmn WP Gl i3 Dt P w e i amanaien,
Note: This is NOT Claim Securit I
b y T g Forerpe ey ey w— Tor
W . B g Fan P P 1 Felry Dy
WA G T O P
Do 20T
e M1 42000
AR [T 23500
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CNAP Authorization Structure

Level 3 - Enter/Certify

 Can Enter/Edit information and Certify applications

« Can initiate applications

» Can assign lower security levels (levels 1 and 2) to allow other users to edit or view
» Submit, modify and delete applications and amendments

Level 2 - Enter/Edit

 Can Enter/Edit information on application pages

Level 1 - Read-Only

« Can View all parts of the application
« Cannot input or edit any information
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Who Can Be Level 3 Enter/Certify?

 May be same person as for Claims
 May be a different person

 Must be a school district / sponsor
employee, not food service management

company
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Logging In to CNAP

Once your Security Form has been
submitted and approved, you can use your
MEIS Login and Password to login to CNAP.

Remember, the MEIS password is Case
Sensitive.

To Login to CNAP:

» Enter your MEIS Login and Password in
the text boxes on the CNAP Login page

* Click the Login button

If you receive an error message that you
have a valid MEIS account, but are not
authorized in CNAP, contact the authorized
Level 3 Enter/Certify user within your
sponsor organization, if one is assigned. If
one has not been assigned, contact the
Office of School Support Services (0OSSS),
and mention “CNAP security”.

2] CHAD - Lagii - Mstpeialt Interned Expledan

He [M hew Fgates Tods (o
LT il = ¥ Sawch & =
& i Fenan: mde cham o uU PP g R s = '.‘:_]':.c-

&y CHAP
ERild Wi Alirh Rispltalass Prisgiam

! o
CHAF: Child Mutrition Application Program

r aceiin, click the links below.

School Maaks Prageam:
Phaes: EI17) 373347

Child and Adsln Care Faad Fragaam:
Phaes BT 737331

&l S Local ntranek
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Avoid the “Back” and “Forward” button

S

CNAP is a dynamic, database driven, Web application. Contentin CNAP changes according to
information that is entered into the system. When applicants enter important information into the

system, it changes the way they see certain parts of the application; therefore, it is highly reco
that users use the navigation provided within the application.

Using the browser’s Back and Forward buttons to return to a page is not the same as clicking

mmended

alink to

go to that same page. The Back button will simply load the cached (or saved) version of the page that
exists on the local hard drive as it was the last time the page was accessed. By using the Back button
the user is not getting the latest information from the website but rather an “older” saved version of the

page.

Avoid the “Back” and “Forward” button in order to always see the latest information available.

E1CNAP - Login - Microsoft Internet Explorer

Tools  Help

aJ
|

Eile  Edit Favorites

@ Back - .ﬂ

fddress | @8] http:fmeis.mde.state.mi.us/cnap

Wi

Seatch ' Favotites wMedia 6"‘

Links *

@Gn

CHAFP - Login - Hetscape 6

=/ojed

. Eile Edit Wiew 3Search Go Eookmarks Tasks Help

Aémeis.mde.state.mius/cnap

| ) | Sho

9,0 O @ o5

» 4% Home Metscape c1.S|EE-E|r|:I'| E:-\,i Shop

EBookmarks @ MetzPhone i Radio % People i yelow Pages 5% Download
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 What is CNAP?

 What is needed to use CNAP?
 Accessing CNAP

 Entering a School Meals application
* Modifications and amendments

e Questions
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From Home, you can:

Home

&y CNAP

Chit® Mulril=an Spplastion Paagram

Agrommand & ;R

Start an application for a NEeW Y ar o ——————————————————————————————

Choose an application to work on

View Users for Your
District/Agency

View Your Personal Profile

Howrse

Hooms, Josh Teatoyk of Grand Ledge Pubdss Eohacls, 1o CHAP

w = Usery for sy DriEHC L Sosrey
Salect an appbeglinn m 1 oo diwn e and 1Een T Esricnl Brnfils
ehek .I'I.I.I|*‘l

Lo )

e B SpphC i s k th Wiew Edit Butten.  BF yoi have Sddtenyl gueibern st g CHAP, plekia
Thes Weiin 165 4t 1F Eop

Schonl Misals Prapram - B WG

Agrispmont #SHE-E-A4 finanad | wlipn Pubiss Schands

POGEanTS Appbc ation Subiéttor

B Faoad Magly Frogram

FOUr ACCEES L

Appacabcn
Admansi Ergtor

5 ==
-m- e @
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Child Mutrition Application Program

Starting a New Application

From HOME

&4 CNAP

Child Mutrition Application Program

1. Select a Program/Fiscal Year from the

drop down list. R
Welcome, Peter Jones of Grand Rapids Christian High School, to CHAP.
2. After selecting the application click the Start an Applcation for s New Yeor
Ap ply bUtton . S?_aiizs anT:p:p1i;c“a(-::::itn t;;lnl:i:npvdown menu and then| |* Personal Profile
click Apply
|
3. Review the information presented about
your selection, and verify by clicking the
Apply button to start your application for
the new year.
SR CUAR

4. Data from the prior year is copied or
brought forward: this year, Schedule A;
next year, most data

The Programis) listed below is available for the following application: $chool Meals Program

The Due Date for this application is: Friday, October 15, 2004.

5. You will then be directed to the Main Prorar F1cal
Menu for your new application. SHPZ004  Schoal Mess Program

APPLY
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Child Mutrition Application Program

CNAP-School Meals Walkthrough

“y CNAP

Lhild Muleilsyn Applildlion Piggris

School Meals Program

Arpropeennd & ] 00400 ES rand Raplds €hrizilan High Schaal Fineal ¥Yoar: 70004

Main Menu
*Application Agreement Materials Main Men
*Sponsor/Site Information APPLICATION AGREEMENT MATERIALS Rt thi et
*Program Forms
*Downloadable Required Documents
*Downloadable Prototypes
*Other Forms And Information
sAttachments

L]

¥ LEE H
w [

L]

*Administrative Options *. St s bl

#
5|

o u L
®
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Child Mutrition Application Program

Header Detalls

&% CNAP

— School Meals Program
Child Nutrition Application Program Modifications in Progress
Agreement #: 446458791 Agate DC Fiscal Year: 2003

User: Josh Tkaczak

Home | Main Menu | Help | Errors Wigw Cornments | Logout

1. Home — Allows the user to return to the page with all initiated applications by the user’s
district/agency.

2. Main Menu — This link will return the user to the list of documents for the current
application.

3. Help — This link will take the user to specific help information for each page. This feature is
the first line of defense for question or problems that users might encounter.

4. Errors — This page will track the progress of the application and alert the user when any
critical part is not completed. All errors must be addressed in order to submit the
application.

5. View Comments — Use this to view processor comments.
Logout — This link will log the user out of the application.

7. Application and User Information - Information on which application is currently being
worked, the application’s current status, fiscal year of the application, and the current user’s
name, the Applicant Sponsor, and the Agreement Number.

»
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Child Mutrition Application Program

Application Agreement Materials (Read This First)

HAdmmin | Add Help | CTheacklist | Log

Read these documents first

Main Menu

‘ APPLICATION AGREEMENT MATERIALS (Read this Ffirsk)
e General Instructions » General Instructions

» Application Agresgment

° Appllcatlon Ag reement : jf:-rfs"'::.j'n:naﬁl-. Application = Agreement Addendum
 Policy Statement

SPONSOR f SITE INFORMATION (Cemplete ar Update and Save’ the folleu

» Afterschool Snack Application - € SRSl A S e

o Schedule & Site Listing

Agreement Addendum

PROGRAM FORMS (Complets or Update and "Save’ the Ffollowing Forma)

) Program Renewal CertlflCatlon « Prototype Document Certification = Policy Statement

» Collgction Procedure/accountability = Pre-Paid List

(Pl’lnt and I’etaln Wlth yOUT Appllcatlon « Collection ProcedurefAccountability - Ticket System

» Collection Procedurg/Accountability - Computer Systems
Agreement) » Collection Proceduresaccountability = Boster or Class List
= NSLP/SBP Collaction Procedurs Checklist = Preventing Qvert [dentification
= NSLP/SBP Collaction Procedure Checklist - Adeguate Counting System at Point of Service
= NSLP/SEP Collection Procedure Checklist = Eligibility Determingtion
o Pre-award Civil Rights Complignoe Revigw

o Summer Months Claim Information
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Child Mutrition Application Program

Sponsor/Site Information

Child Muleitsyn dpplication Progres

° Sched ule A Site LiSti ng Arproormennd & ] ODER6H 84 Grand Raplds Chrittlan High Schaal Fiug .1! 'r'l-:..r .;-'I.!.:I-I
[Home | Man bars [ el o = Comment | Lagaul]

Mlaim Menw

i SChedUIe A Sponsor |nf0rmat|0n ‘:‘ CNAP School Meals Pr-;,::-;]r..l.m

APPLICATION AOREEMENT MATERIALS fweed thir diest]

PROCGREAM FORME jCemy et ar Lipdets and Fers’ tis fellewing ferma)
'

w F L Hr

] Lan. o e Ly = Pre=Pajd Lst

] L¥ Sy

a T - abidity LT

] Ly 51 LA

& | SHF = i -l =
® RELESERF -4 ] s 2.5y
# | HE = E) P al
» gt 3

L] -t
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Child Mutrition Application Program

Sponsor Information

Sponsar Information

« Enter Sponsor Information on this page.
* If SFA has meals prepared and

delivered by a Vendor/Caterer (item 3),  sgeementé:  [ispe5m
you must download, complete and mail  seonsornare: Lo Frende Cricrens Center

the Food Service Contract and adress Une 1 [54dCrarcaug D1
Commodity Agreement. dress Une 2[5 100
« Item 6, ‘Check Month if Claim Form city: lLansing

needed’, is not required for RCCI

Sponsors. If non-RCCI and at least one R i
month |S CheCked, yOU W|” be I’equil’ed tO 1. Federal Employer 0 Humber: Schoal District Code:
complete the Summer Months Claim
Informatlon form 2. Is 5F4 operated by a Food Service Management Company?  yes [] No

« No entry is required for Meal Types. The s |
Meal Types are determlned by 3. Does SFA have meals prepared and deliversd by a vendor/Catarer?  ves [ No
selections on the site pages. 1f YES, Name af Vendar/Caterer

 Answer new question on kitchen location
and central production kitchen contact
information

 When done editing, click the Save
button

Type(s) of Special Mik Program Operated (If Applicable}:  Free [ Pricing [ Non-Pricing [
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Child Mutrition Application Program

Site Listing
On the Site Listing page, you can:
« Add and Review your Sites

. . . T"f"fpi = ~ School Meals Program
* ACtIVate an d In aCtlvate SI teS .:'-.l'lj:ll::l:-ll:l; :PI .:TI:':;: 1 I:HII o Gramd Lodge Public Schools :-' |:-\.| ol \'I'lll r'.':l;;I!-:I
» This page lists the Sponsor and all [ e
Sites which are participating, or have A REVIEW ARPLICANT SITES

participated, in the application -
« New Sites are marked with an
asterisk (*)

e Sponsors may mark Sites active or
inactive for an application by clicking
the checkbox in the Active column

for a Site, and clicking the Save IO T oo o o o "
button TRTr—

«  Click the hyperlinked name of the e -
Sponsor to view or edit the Sponsor
Information page TITEITETALI [rrereren

*  Click the hyperlinked name of a Site
to view or edit the Site Information et
page [ Bare ] Cassel |

« If a Site has Special Milk, an —TT .

additional Site will be created on the
grid to display its Special Milk status,
marked with a milk icon.
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Child Mutrition Application Program Add I ng a Site

School Meals Program

To Add a Site:

 Click the Add a Site button on the Site
Listing page

A new window will open

« Enter the site’s Agreement Number in the B iset st s e WEx

textbox

. . &y CMAP

« If your site is an RCCI and has no et

Agreement Number, select the checkbox e i
 Click the Go button Ardd Applicant Site

. . . Entar sgriimnent Mumbior:

 The popup window will close, and you will be or

directed to the Site Information page T Chcken s ilavatie oy 18T
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Child Mutrition Application Program Site I nform atiOn

Complete the Site Information page for
each Site: AR

e Enter Site Information

» If the Site has the Special Milk
Program, the Special Milk Enrollment

field is required i)
« If Afterschool Snack is selected, fields T b s

under item 5b must be completed
« If a Joint Food Service Contract is

required, it must be printed,
completed, signed and mailed

« Choose your Site’s Kitchen Type, and
complete the fields required for your
chosen type

[ yis, mitar data, paiat, have bonediciaey sign, and mad. )

« When done editing, click the Save
button

Ceml
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Child Mutrition Application Program

Editing a Site

» Click the hyperlinked Site Name on the =1 School Meals Program
Site Listing page to access its Site
Information page. P

AT REYIEW APPLICANT BITES

 To edit a Special Milk Site, click the
first hyperlinked instance of that site

(without the Special Milk icon). The T el S B A e
Site Information page applies to both Lo bt AT

instances of the Site on the Site Listing = e o I e e
page. AN LEDGE PUBLEC S{HOMILY fadadaiad '] - - o o -

PESE SR EE ]

 When done editing, click the Save
button on the Site Information page.

» Click the Return to Previous Page ———
button to return to the Site Listing page
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Child Mutrition Application Program

Program Forms
You will see forms applicable to your program.

«  Prototype Document Certification — Policy &y cNAp e hool Meate Procram
Statement .I'-.:":::I:-Ill:l: "‘;T:::_:::::ﬂlw Gwrand Raplds Christlan High Schaal ﬂ Il-l.- al T ..rj ;|:.'| 1

«  Collection Procedure/Accountability-Pre- :
Paid List (if non-RCCI) oS

«  Collection Procedure/Accountability-Ticket S
System (if non-RCCI) e T ——
o  Collection Procedure/Accountability- oo
Computer System (if non-RCCI)

*  Collection Procedure/Accountability-Roster
or Class List (if non-RCCI)

»  Collection Procedure/Accountability For pﬁ,h” —
Residential Child Care Institutions ‘ ErTr———
* NSLP/SBP Collection Procedure Checklist- . Colletion Pocadue/iccaunin

Preventing Overt Identification (non-RCCI)

» NSLP/SBP Collection Procedure Checklist-
Adequate Counting System at Point of
Service (non-RCCI)

.................

AFRONEOR / BITE INFORMATION tCamplats sr dipdabs sad Tars ' bia daifswing Fooms)

b NSLP/SBP COIIeCtIOn Procedure CheCinSt— 0 R L CRARABALE RECRUTRED OCUMENTE (Foisd, Sigs s il be 0555
Eligibility Determination (non-RCCI) = AUTCAARL M
 Pre-Award Civil Rights Compliance Review
(new applicant only)
Summer Month Claim Information (non-
RCCI, only if at least one of June, July or
August is checked on the Sponsor
Information page)
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Child Mutrition Application Program

Navigating in Program Forms

To Navigate in Program Forms:

| e o ey Wi

» Select a hyperlinked Program Form M -
name from the Main Menu

* To continue working through the
forms, click the First, Previous, Next

or Last buttons at the top or bottom of
the Program Form page

* You may stop working on your
application and start again at any time.
All information you have saved will be
retained in CNAP.

« When you come back, click the
hyperlinked Program Form name on
the Main Menu where you left off
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Child Mutrition Application Program

Saving Program Forms

Program Forms must be SAVED by

clicking the Save button or brch | Main Menu | Errars | Help
|nf0rmat|0n W||| be IOSt [ mETURN TO MAN MENU |
‘ | Sawve | Clear | Deiete |
« Remember to Save pages before
navigating away [ pmsy Jemewous| wexr | wasr |
° When entering |Ong narrative text into For detailed instructions, please click help.

textboxes, it's a good idea to copy and
paste from a word processing
program

« Save Early, Save Often
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Child Mutrition Application Program

Program Forms (continued)

Prototype Document Certification

GRAND LEDGE PUBLIC SCHOOLS(00000)

- PO | i Cy St ate m e n t PROTOTYPE DOCUMENT CERTIFICATION - POLICY STATEMENT
[l A We are using the 2002-2003 prototypes provided by MDE on our letterhead.
« If option A is selected, do not fill out ST e P RS SN
the rest Of this page_ [7] Letter to Parents
1 application for Free Milk
° If Optlon B |S Selected’ at |east One Of |_; salrllple T’uh:-ic kelease:lnrr:e H:d rzeduce:: Price Meals/Free Milk
[ Application for Free and Reduced Price Meals
the prototype documents checkboxes £ Approval/Disapproval Form to Parents
[ other (specif
must be selected. (Gpeety

To attach forms required for approval, return to the Main Menu

 |If Other is selected, a description is Enéckies M aR Al coimuer.
required in the textbox
« Selection of any of the prototype
documents will require submission of
the document(s) for approval. Return
to the Main Menu to upload or mail
the required documents (located in
the Attachments section)

« Verify that all data is correct

e Click the SAVE button before
proceeding
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Child Mutrition Application Program

Program Forms (continued)

Collection Procedure/Accountability-
Pre-Paid List (non-RCCI)

o If Other is selected for any item, a
description must be provided for that
item

 Meal counts may be taken at the
beginning of the serving line only when
the school district ensures that meals
are monitored for completeness at the
end of the serving line

« Verify that all data is correct

e Click the SAVE button before
proceeding

GRAND LEDGE PUBLIC SCHOOLS(DDODOY)

COLLECTION PROCEDURE /ACCOUNTABILITY - PRE-PAID LIST

Free meal or mik recipignts are automatically included on a checklist, Reduced price and full paid children are allowed ta pay in
advance for the meals or milk and their names are added to the list. Children's names are checked as they go through the
serving line. The option of and procedure for advance payment for the meals or milk must be explainad to the children and
parents.

a. Pre-payment for meals/milk: [7] DAILY [] WEEKLY [] MONTHLY [7] OTHER:
b, Location of payment: [] OFFICE [] CLASSROOM [ CAFETERIA [] MAIL
[ OTHER:

¢, Time of payment: [ BEFORE SCHOOL [] BEFORE LUNCH
[] DURING SCHOOL [7] AFTER SCHOOL
d. Checklist used at: [ BEGINNING OF SERVING LINE * [] END OF SERVING LINE

[[1 OTHER: {specify}

L

Method used to check [ self-identification by Student {(name or 1D number)
names:

[ Visual Identification by Teacher, Cashier, etc. with Back-up Self ID (name or I
number)

[ other: (specify)

f.  Meal count: [7] End of Meal Comparison of Checklist to List of Names of Eligible Children
[[] End of Meal Tally of Codes and Number of Children Checked Off
O other: {specify)

g, Cash payment accepted in serving line? [] YES [] NO

k. Cash meals countad by: [7] TALLY SHEET OR HAND COUNTER

[] ENTRY ON CODED CASH REGISTER KEYS
O oTHER: (specify)

[ ELEMENTARY SCHOOLS [ MIDDLE SCHOOLS [] JUNIOR HIGH SCHOOLS [] HIGH SCHOOLS

* Meal counts may be taken at the beginning of the serving line only when the school district ensures that meaals are
monitared for completeness at the end of the sarving line.

Check here if all data is correct, []
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Child Mutrition Application Program

Program Forms (continue

DALY WEEKLY MONTHLY [ OTHER

Collection Procedure/Accountability-

OTHER:

Ticket System (non-RCCI) S w—

IBURING BOHDOL AFTER SCHOOL

1 BECINNING OF SERVING LINE * END OF SERVING LINE

OTHER: {spacify)

« If Other is selected for any item, a CTT e G
description must be provided for that item R < s s e s
« Meal counts may be taken at the
beginning of the serving line only when 5

DTHER: (specfy)

the school district ensures that meals are A DOt B SEHOOLS ) RO SCOOLS £ SO

VEE (5]

Proventing Overt Idemtificatl

YES MO

the serving line

« Complete the section on Preventing Overt
Identification
« Verify that all data is correct

e Click the SAVE button before
proceeding

Ehenck e # ol dota is correct . [
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Child Mutrition Application Program

Program Forms (continued)

Collection Procedure/Accountability-

Computer System (non-RCCI)

* Note: “a. Payment for meals/milk” has
separate items for frequency and
method.

o If Other is selected for any item, a
description must be provided for that
item

 Meal counts may be taken at the
beginning of the serving line only when
the school district ensures that meals
are monitored for completeness at the
end of the serving line

* Verify that all data is correct

e Click the SAVE button before
proceeding

CRAND LEDGE MIBLIC BCHOOLS{00000)
COLLECTION PROCEDURE/ACCOUNTARILITY - COMPUTER BYSTEME

L] ar fral mil: and :nr'\-.rjl-ll'l.l.- v =sund gyl bolets ar D
HRE, At tifa af tha i

o § asl
unts by § Aotaked and nacaned kels chs
win ondy [T e ol s
Dapmant fof s Al
1. Fresgquercy [ DALY ] WEERLY [ MONTHLY ] OTHER
Methicx FREPAYTHE M | PCEST INDLL i QTHER:
b, Looutan of payrant: [ OFFICE [[] CLABBROOM [] CAFETERIA
[ MAlL OTHER:
& of Payaant BEFORE BEHOOL [ BEFORE LURNGH
DURING BCHODL  [7] SFTER BEHOOL
i b Candks scceptind At NEGINNING OF SERVING LINE ErND OF SEHYENG 1 INE
L oTHER: (specify)
Tiafieard coda: NUMIIRE SERIES  [] HAR GO0 Le b B0
. Cash paymend sccepied in seryieg hns? ] YE8 ] NO
il 1
L] ENTRY ONCODED FEGRNTER EEWE
U OTHER; {spacify
[] ELEMENTARY SOCHOOLE MIODLE SCEHORLE DIPTSR HIGEH SCHOOLE  |[7] HIGH SOHOOLS
Heal counts may be Taken at the beginning of The Serurg (ine ooy when the soiyaol SIETNCE ENSWRES that meaks an
meniored. for m@eteness at the end of the sarang ine

Chieck brara i all data is coreect.
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Program Forms (continued)

Collection Procedure/ Accountability-
Roster or Class List (non-RCCI)

o If Other is selected for any item, a
description must be provided for that item

 Meal counts may be taken at the
beginning of the serving line only when
the school district ensures that meals are
monitored for completeness at the end of
the serving line

» Verify that all data is correct

e Click the SAVE button before
proceeding

CRAND LEDCE PUBLIC SCHODLE(DDOOD
COULECTION PROCEDURE fACCOUNTABILITY = RDITER OR CLASE LIST

il recapierts ane aulematicaly Feluded o @ checkint, B stuckeres wishing to purcisds meal cr mik o
and thar addad pa the chacklar. Moneyr o col acbed abuwhecs and studeri are checked efl & they reseive b
o] @ opk of and procedure for advance paymant o the moals or mdk must bo expdaned 1o thae chddran and pareris
Pt for maals/mike 7] DAILY [T WEEKLY [T MONTHLY [ OTHER!

A M GFFICE [ CAARBRDOM [ CAFETERTA [ MATL
[ OTHER:

[ Time of Fayimsnt BEFORE SCHOOL [ BEFDREE LN

[ DURIMNG BQHOOL [T AFTER BONOTL

. Chockst used ati [ BEGINNING OF BERVING LINE [ EWD OF BERVWINEG LINE

L oTHER: (specry

@ Mathod used to check nomes [ SeH-Idemtlcation by SBtudont {nsme or ID nember)

Wisual Identiication by Teacher, Coshier, st with Back-up Self 10
it nmbur}

[] OTHER: (spsify}

[ TALLY SHEET 08 HAND COUNTER
[ ENTRY OWCODED REGIETER KEEYE

I ormiiR: {xpeofyy

| ELEMENTARY BCHOOLE MIODLE SECHODLE JURIOR HIGH SCHOOLE HAGH SCHOOLE

Wasl county may he Taken at The Begerang of the israng kna orly when 1hé $chaol d9mct andunid Thad masli am
TP "

U £l »
[ it Bl gndd ol The Sarwireg ne

Chwck here i ol dotas is comrect, |

|||||
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Program Forms (continued)

Collection Procedure/Accountability
For Residential Child Care T T S T

oOTE : Mark the seckion thet sienkifies yowr colesben proceders, Thes i3 the method weed for the daity recorsng of meals by

Institutions (RCCI) o

umabicaily ncluded on @ checklist. Reduced price and Budly pad mesidents §f
afd Ehae radmes See added o 1k (8, Retidenitd’ namas
1 1 updated daily,)

. Mark the section that identifies your

collection procedure o i s
. If Other is selected, a description must

be provided
. Verify that all data is correct

. Click the SAVE button before
proceeding

Chock horo if all dofa s corrocl .
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Program Forms (continued)

NELPSERF COHLECTION PROCEIMMRE CHECELIRT - PREVENTING OYVERT [TRENTIFICATION

NSLP/SBP Collection Procedure . . ; , ,
Ch eC kl ISt _ P r even tl n g Overt Yo helo vs .-._,. J;I.‘J‘::- CoRaokon Fhcad sy e tha following questions. Slate agency s1all il contact

FREVENTING OVERT HM NTIFICATION XES Mg

Identification (non-RCCl)

Chack here # sl dafa Is correct .

« Select Yes or No for each of the
guestions

« Verify that all data is correct

» Click the SAVE button before
proceeding
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Program Forms (continued)

NSLP/SBP Collection Procedure T R T

MELDSERM COLLECTION PROCEDURE CHECELIET - ANEQUATE COUNTIRG 8YETEM AT MOINT OF BERVICE

Ch eC kl |St —_— Ad eq u ate CO u ntl n g P T“w AN ADEQUATE COUNTING BYSTEM AT THE POINT OF BERVICE . YES MO

Arg Clams based sololy on meeal or mik counks taken m tha moming ot classnoom O 31 any Db i
bafcea tha moat o mi sersico?

System At Point Of Service 2 arw bl clars baved on curise of ke o and chstriuted instead of the o=t numssr

(non-RCCI) e e . R— . .
° Select Yes or No for each of the s sl byl hLT,J:" it e it o il il

questions WOTE: W ohe coumigprocedi s ¥ ceocrd ot desehed 1 lficentceat i rever e avers ot

| P o ipten s naf
Planas alach ackilineal g a1 e

e If the counting system is not described i e R
or is not described in sufficient detail, A R
and you need to provide a complete
description, click the hyperlink to
return to the Main Menu to upload or
mail your attachment(s)

« Verify that all data is correct

e Click the SAVE button before
proceeding
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Program Forms (continued)

NSLP/SBP Collection Procedure

KELP /58P COLLEC TION PROCEDURE CHECKLIST - ELIGIBILITY DMETERMINATION

Checklist — Eligibility S The g crsanaod t o agstors 3t et o Aty o s s e e e 1
Determination (non-RCCI) i

* Provide the names and titles as requested

who /5 pof (nvolvod 1 the onginal elgbslsy dotormmmation. B 15 cuppesbod that

« The same person cannot be designated (et e b mrinion sdo S e b e
for both questions
* Verify that all data is correct

 Click the SAVE button before
proceeding

Check here il all data is correet. [
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Program Forms (continued)

CRAND LEDGE PURBLIC BCHOOLE{DODON)
PRE -AWARD CIVIL RIGHTS COMPLIARNGE RE VIEW

Pre-Award Civil Rights Compliance  ffiirmsis =it
ReVi eW (n eW ap p | I C an tS) 1. Provide an estimate of both the recial and the ethnic make up of your school's

annoliment and your Food Bervion Staf:

RACLAL DIENTITY ESROLLMENT (FOOD SERYICE STAFF

chan or Alaskan Natve 1]

* Provide an estimate of both the racial :
and ethnic makeup of your school’s e R G v et |
enrollment and your Food Service Staff. — S

 An entry is required in every textbox. —
An entry of 0 is allowed. ’ '

« Complete the remaining questions, T
where applicable. 2.1 appcatt,duscrte oy mebersi et tht oo prrenishs

« Verify that all data is correct

« Click the SAVE button before B i e A SR T
proceeding

TOTAL | * 4t =10

aadf

of 500 Charasct
i Idmntity any lindings of civil dghts noncempliance by the Federal Agencies
providing assistance to your school:

asdf

D Chai s taers

Chock hern If all data is correat, [=
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Program Forms (continued)

BARIMEER MONTHE CLAIM INFORMATION

Plrase check appropriste bowoes end complete reguestod nformation relatod to clabméng maeals during the sammes
lllll whs

Summer Months Claim Information —
(non-RCCI) Wt e o ety v e it s s

i
-

. Select either Yes or No for questions
1 and 2 under Regular School Year f your schoch Sutrct 1 g b cparaten & s ool prograem ot s 1 eyl gart of the Surcuon o
. Under Summer School Programs, e
if you select No for question 1, the
remainder of the questions are not
required i
. Under Summer School Programs,
if you select Yes for question 1, you
must complete the remainder of the A2 e
questions on this page

. Verify that all data is correct
. Click the SAVE button before U T A e

L

proceeding P

Summer Schood Programs {Extondod School Voar)
to be operaticsg 4 summar school program that is sn ntegral part of £
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Downloadable Required Documents

* You will see forms applicable to your
prog ram. + General Instructions
+ Application Agreement
+ Policy Statement

o Afterschool Snack Application - Agreement Addendurm

» Application Agreement

« Policy Statement T R

« Commodity Agreement S

 Food Service Contract
« Joint Food Service Agreement P — ey

e Security Forms

Collection Procedure/Accountability - Ticket Systerm

Collection Procedure/Accountability - Computer Systems

Collection Pracedure/Accountability - Roster ar Class List

NSLP/SBP Caollection Procedurs Checklist - Preventing Overt Identification

NSLP/SBP Collection Procedure Checklist - Adequate Counting System at Point of Service
NSLP/SBP Caollaction Procedure Checklist - Eligibility Determination

Pre-Award Civil Rights Compliance Review

DOWNLOADABLE REQUIRED DOCUMENTS (Print, Sign and Mail to 0555)

« fpplication Agresment
o Policy Statement

« Commodity Agresment
o Food Service Confract

« School Meals Claim Security Access Form
o CNAP School Meals Security Access Farm
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Downloadable Required Documents
(Print, Sign and Mail to OSSS)

 |tems in this list will
change depending upon | BEEEEE e
selections made on the g i —_,
Sponsor and Site e S e R e
Information pages, and e
in Program Forms. AT s it OO O SR B

e Download all items in this s . i 2 [ rp.
list by clicking the iy e
hyperlink. A new window Ao sy o T
will open from which you
can print or save the S
document.
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Downloadable Required Documents
(continued)

Michégan Department of Edwcatlon
WPz of Schoal Suppor Sarvicos
School Meals Program Security Access Form for
5M-4012-8L Claim for Reimbursement

* School Meals Claim Security B 4 ke e S S it B B ST, et
Access Form is required to be TSRy
completed, signed and mailed each | oo
year M

« CNAP School Meals Security T R o A

Child Mutrition Application Program (CHAP}

Access Form is required to be s R ——

number  Balow. subarited wheneder heie = 3 charge to the Desgnated ndwidud  Complsse @l inicmaticn and eum e foms as

completed, signed and mailed from BOUAN A

Eatar MEIS aceaun)

FY 2004-2005 onward e

Apraatia Mk

il { Coarwnal b s e plevens ol a Pl Senvios Banagsmsnt Coongerssy)

St 1 Dowignaioe ndividual (Cannol bean angiiyes of 3 Fodd Serecs KManagemen! <o mgary

 If adocument is required to be
attached (uploaded or mailed), do

so under the Attachments section 3 M e vty et o st 03 T CREATE AMOTIER . S g o
fellp e i e sate mi gagsnman, cick on " Coals an MEIS AooounT and ik insrechions

O n th e M ai n M e n u . Enier WEIS aczeumt number ol Comgrated Indivedsal; &1
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Downloadable Prototypes

« Downloadable Prototypes are PAOGRAM FORNS (cmpbisr st e St b e
required to be submitted to OSSS
if changes to the forms provided
are indicated on the Prototype
Document Certification page

OTHER, FORMS AND INFORMATIIN
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Downloadable Prototypes

Documents in this section include:
» Letter To Parents — Confidential

 Letter To Parents — Shared Information
» Letter To Parents— Family Application

. Apﬁlication For Free and Reduced Price
School Meals

*  Application For Free Milk

«  Family Application For Free And Reduced
Price School Meals

* Approval/Disapproval Form To Parents

Sample Public Release For Free And
Reduced Price Meals

 Sample Public Release For Free Milk

« Ifadocumentis required to be submitted
(uploaded or mailed), do so under the
Attachments section on the Main Menu.

mma=ma
B 4
AFTFRICATION FOH FRIE AMNDRERDUCTD PRICE SSTOSO0L MEALE
o S 1 Malul OF FTUBENT | sl WA L | ceamx |
| | | | | |
Ehlaasaa A & CTTAGHYERT &2 Ml | Ly
ekt 4 § BRI 532 Fre ang Reduced Prics Bags
tdrrim
""" Parca I}
(1] S
LT
i AFFLICATION Mk PRIE H K
il Big
ui fitiei I 1 4N ST LD E ST || RO § CHABE |
chisling & r T s |
Py ¥
ik SU4AR-4 P ATTACHUERT AT P (Lt |
in yean h SWHEA Frma Wl Mk Oriy Sohos
i ik b ar Eii Gemason in
[Ty
iz hagher 1h
o
IR TR
®
l '_! s mnilk cvery schissd das cxls mur
En KT foer mve-tedf prant. I7 g Boscian [ — ] o dhicale il i y sl
kirgg wnilt, the il spbelipigs tibod by § dectog o #i cvEs Fit i
w ke Audi
FLMNL 5T Lu. L o % mus ho = he 168 deps % vapr schi
b o sahi b
. ke tiv o il i) Tl [indiops Faiwe o i ohil
EETERY hikd Troe itk 1 the 7l tham thy cewma L han Gon the be
bt i gy lie dree milk Iy W nilk cienil w1 thmn dn o dhe ch
E DEEREL Sl 1 1H X i, d AMNITERE T
LTI SR, Sl Al LITHAIVT Ak ARTLICA in IAT I B L} LEIT s el hnoriT
of this ki
HCAY TR APPLY
FIHHI SEAMEFTTP IHIECSERCELDS: Wrnie the chilal s roene, the Pegsd Sarmp o PP cass man 1k
ol i el fesaschiodd mt e oh e apyilianaa
FUSTER CHILAE YWrie ke Trabor <3118 @ namae. hishor porecerad monane oned the sigretumn of ae siuli ache apphamon
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Other Forms and Information

FOFG: (Faounosasnd B poas sy}

Infurmestion: |ror poue afemns)

L T

5 b W) BB g RS RCANER)

# [nstnchons to Uphed or Mal Files
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Other Forms and Information

e Forms:

e Snhack Menu, Production and Meal Count Record / Daily Snack
Count

« Afterschool Snack Program Roster
« Afterschool Snack Program Sign-in Sheet
o Afterschool Snack Program On-Site Review

* Information:

e Comparison of After School Snack Program

* Frequently Asked Questions and Answers about Snacks
« Afterschool Snack Requirements

o Sample Afterschool Snack Menus

e Guidelines for Use in Schools

« Using Family Application for Free and Reduced Meals
 Menu Planning
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Attachments

Upload Files or Confirm Mailing using this
utility

 Items in this list will change depending upon
selections made on the Sponsor and Site
Information pages, and in Program Forms.

 Your application may not be approved until - AMincooc Soues e cries s
all required items have been received. sl osbt
Items which may appear in this list include: " i e kit ok e
. Signed copy of Application Agreement ATTACHMEN
«  Signed copy of Policy Statement e -
«  Joint Food Service Agreements pricarrsilol it O s
«  Current License to Provide Residential Child Care ————
Services B O

. Food Service Contract

DLRETY B AT

*  Commodity Agreement T e —
. Explanation of Alternate Menu Planning Approach

. Prototype documents
. School Meals Claim Security Form

. CNAP School Meals Security Access Form (from 2005
onward)
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Attachments (continued)

To Upload or Confirm Mailing:
* Click the Upload/Mail link to the right of the
document you wish to upload or mail

* You will be directed to the Upload/Mail
Attachments page
« To Upload a File, select the checkbox titled
Upload Document
— Click the Browse button and locate the
file on your computer in the popup
dialog
— Click the Open button on the popup
dialog (the dialog will close)

— Click the Save button on the
Upload/Mail Attachments page
« To Confirm Mailing a Document, select
the checkbox titled Mail Document

— Click the Save button on the
Upload/Mail Attachments page

Iain Menu | Application Menu | Help | Errors Logout
SIGNED COPY OF APPLICATION AGREEMENT

Instructions: Either upload the document by following the Upload Instructions or mail the document by
following the Mailing Instructions. Note: You may not both upload and mail 8 document, You must choose one
or the other,

Upload Instructions: Check the Upload Document checkbox, Type in a descriptive title for the document
that will be uploaded. Click the Browse button and search for your document on your computer, Once selected,
the path to your file will appear in the Document Source field, Click the Save button,

[ Upload Document

Title Signed copy of application Agreement
Document
Source L

Mailing Instructions: Check the Mail Document checkbox, Mail the appropriate document to the address
below, Click the Save button, Include your name, application number and a description of the document in the
mailing. If you have more than one document to mail, you may mail them together,

[ Mail Document
Title Signed copy of Application Agreement
Mail To: Michigan Department of Education
Office of School Support Services
P.0. Box 30008
Lansing, MI 48509

Slide 60



&4 CNAP

Child Mutrition Application Program

Administrative Options

e Add Users
e View PDF
e Last Submission

ATTACHMENTS (tluad or Haif fies using this utilty) A New

s Instructions ta Upload r Mal Flks

» Signed coy of Application Agrazment Uploadal

o Signed capy of Palicy Statement Upload Ml
Upload il

o 5ch0al Mels Clam Securty Access Fom

o CNAP School Meals Securtty Accass Fom Unload /¥l
L R OVINSTATIVE 0PTION

o A Users

o View POF of this Applcation

Home | #ain Menu | Help | Errors
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Administrative Options

Adding Users to an Application

« MDE must add Level 3 Enter/Certify users.

* Your Level 3 (Enter/Certify) can enter
additional users:
— Level 2 Enter/Edit
— Level 1 Read Only

To Add a User:

»  Enter the user's MEIS Account Number in the
textbox under the Add Users to Application
section

» Select the new user’s Security Level (Level 1 or
Level 2)

e Optional: You may specify dates for the new user
to become active (gain access to CNAP), and
inactive (no longer be able to access CNAP)

* Click the Save button

*  The new user will now be able to log in and
access this application

CONTROL ACCESS TO THIS APPLICATION
Instructions: Autharized users can use this section to add, edit, or delete existing users in this application,

+ Click the Jump to Add Users to Application and Jump to Edit/Delete Users from Application links to
navigate between sections in this page. Each section has specific instructions listed.

» Check individual rows to either delete or inactivate users,

» Check the All boxes to select all boxes in the Mark Delete or Mark Inactive columns.

s Use the drop-down menus in the User column to update application security levels or to assign application
contacts,

» Dates of activity are optional. Specify starting and ending dates in the Date Active/Inactive column.

s hccess user infarmation by clicking their name.

s Click Save to retain all changes.

Jump to Add Users to Application

D 0 0 Save | Cancel
i «E
Jones, Amanda Main Cantact ¥
Loving Care Development Center
Application Administratar
Save | Cancel

» In the User column enter the MELS Account #, specify the application security level, and if applicable, assign
the new user as an applcation contact,

s Dates of activity are optional. Specify starting and ending dates in the Date Active and Date Inactive
colurns for each new user,

» Click Save to retain all changes.

Jurp to Edit/Delete Users from Application
Save | Cancel

MEIS & t#: hi |
T 51202003

Security Level |Level 1 (Raat Ony) v
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Administrative Options (continued)

View PDF of this Application

« SelectView PDF to view, print or save a
PDF of the complete application
The PDF will be filled in with the information

entered in the application Sponsor/Site
Information and Program Forms

* Print and maintain a copy of the final
application for your records

« Remember to also print and retain the
Program Renewal

20032004 MATIOMAL SCHORL LUSCHACDMMODITY ISTRIBUTHIN E —

SPECIAL MULE, AFTER 200 =500 K ARD BREAKFPAST PEOCRAME:
APFLECATION ACREEMENT —_—
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Footer Detalls

ADMIMNISTRATIVYE OPTIOMNS
« Add Users
s “iew POF of this Application

SUBMIT APPLICATION

Home | Main Menu | Help | Errors

1. Home — Allows the user to return to the page with all initiated applications by the user’s district/agency.
2. Main Menu — This link will return the user to the list of documents for the current application.

3. Help — This link will take the user to specific help information for each page. This feature is the first line
of defense for question or problems that users might encounter.

4. Errors — This page will track the progress of the application and alert the user when any critical part is
not completed. All errors must be addressed in order to submit the application.

5. View Comments — Use this to view processor comments.

6. Logout— This link will log the user out of the application.
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Application Errors

« This page displays errors in the
Application

« Errors displayed on this page must be
corrected before the application can
be submitted

» Access the Errors page by clicking the
Errors hyperlink in the menu bar from
any page within a CNAP application

« To access and correct a specific error,
click the hyperlinked name of the page
on which the error occurs

» After an error is corrected and the
Program Form is saved, the error will
no longer appear on the Errors page

 Errors on the current page will also be
displayed at the top of a Sponsor
Information, Site Information or
Program Form page after it is saved.

Home: | Main Menu | Help | Errors

[ merumsro wan meme |
The following errors have been detected in your application:

Sponsor Information

n - You must supply a Contact Person's name on line 7.

on = You must supply the Contact Person's title on line 7,

= ¥ou must supply the Contact Person's telephone number on line 7.
rmatign = You must supply the Contact Person's email address on ling 7.

Site Information

» Site Information for Grand Ledge Elementary - You must enter this site's Special Milk enrollment.
» Site Information for Grand Ledge High Schogl =
e Site Information for Hayes Elementar

- Yau must enter this site's Special Milk enraliment.

You must enter this site's Special Milk enrollment,

Home: | Mam Menu | Help | Errors
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Submission of the Application

To Submit an Application:

1. To do this, click the Submit Application button on
the Application Menu.

2. Only an Enter/Certify user can submit an
application.

3. Ifthere are any errors, a page will prompt the
necessary corrections.

4. After all errors are corrected, return to the Main
Menu and click the Submit Application.

5. The next page will present conditions that must be
agreed upon when submitting the application.

6. After reading and agreeing with conditions, click the
| Agree button to continue.

7. The user will see a confirmation page. Please print
this page to keep as a record of the submission of
the application.

School Maals Program

Flacal Ymor; S0

“ e b0 subsat your 2pp kcakion d TSt AW f ) QA TR s

[, Mz, Sylvania © [ 3

& Tha Ffidrmahir (210 I "l (1] 1 =
I el mew rek M 3 Hdd

i

&4 CNAP

Chiidl Rutsitios Applicatian Progrem

Schooel Meals Program
Pening A8

AgrewmE il #F D fEgf S4E Grnmd Ledge Public Sclussls Flscal Yeaor: 3800

Confirmation of Apolication Submizsion
Bimsss prict & copy of By pegs &

im . Eylvarda Dye of Grand Ledgs Public Schesls s ubmitted sn application lor the Schoml Meals Prog
iy AOEET al Bz4ll=20 PM.

Slide 66




&4 CNAP

Child Mutrition Application Program

Agenda

 What is CNAP?

 What is needed to use CNAP?
 Accessing CNAP

* Entering a School Meals application
 Modifications and amendments

e Questions
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Application Status Levels

Application Status Levels - To keep track of applications within the CNAP system a status level is
applied to the application at every step. There are two distinct status categories, Applicant side
and Processor side. The Applicant side status levels are given to the application if the applicant
must perform actions such as addition or deletion of data. The Processor side status levels allow
for the OSSS Processors to view the data, comment on the application and then approve and

certify the Sponsor.

Applicant Status Levels
*In Process of Creation
*Modifications Required
*Modifications in Progress

*Amendment in Progress

Processor/Certifier Status Levels
*Pending Review

*Review In Progress

*Approved, Pending Certification
Certification in Progress
*Approved and Certified
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Modifications Process

Modifying the Application

* When the application status is
Modifications Required, a Modify
Application button shows next to the
application on the Home page.

» Level 3s (Enter/Certify) can click
Modify Application to begin updating
the application, which changes the
status to Modifications in Progress.

» Enter/Certify users can submit the
modified application by clicking the
Submit Modifications button on the
Main Menu.
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Checklist: View Comments

.E_}I'mmmr{bl-:kLr;r- Microseft ... = E@

Processor Checklist CHECK LIST
for

After submission of the application in the CNAP 0
system, the application will be reviewed by R
OSSS Processors. o e

Hie cormmaresbr aamidubibe

Sporaos Infaimati o

::::

During the review process, OSSS Processors RS

| W hama not saceived youe Jont Food Same
B A prwarian b

make comments in checklists. These T —

TkstwrrAant

b [ d b He comwranky sralabla
external comments can be viewed by the e
| Shild Cara Tnetivfians

applicant. e
Snlachion Frecadumffccountekiiiy - Pra-Said List
JHe comirmnts asalabke.

B iactinn Ao st bi ey =TIkt B skarn
Hi poarerezirk: aaalable

Once comments are entered in the checklist, i A
a link in the CNAP header will appear
called View Comments.

He eermirrants wnalabhe.

Calieian Ameedurs/Rezaurtabifty - Reortar ar
Haza Lisk

|
fHc comrmreants sasisble

MELIYERP Colledion Pooadiks Chedklst -
FraanTitireg Coert Iderdfcation
Ho comimrnty wnaiabhe

HELFYIBEP Collecion Procsdurs Chedklict -
adegiate Cownnng Fwtem at Poin of Semio

Click the View Comments link in the menu bar e oot auatabie

1 ) NALAGRP Caleaion Froosdure Checkba - ElRibis
to view your Processor’'s comments i

Fra-Aumrd Sivil Pighta Sempliance Resiew
He comeranks ssalable

=arrwrear Morthe Glaimy Informistian
jH= comranks sraiable
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Amendment Process

Amending the Application

 Once an application is Approved and
Certified, an Amend Application
button shows next to the application
on the Home page.

» Enter/Certify users can click Amend
Application to begin an amendment,
which changes the status to
Amendment in Progress.

« Enter/Certify users can submit the
amended application by clicking the
Submit Application button on the
Main Menu. CNAP will ask for a brief
narrative to explain why the
amendment is needed.
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Agenda

« What is CNAP?

 What Is needed to use CNAP?
 Accessing CNAP

* Entering a School Meals application
 Modifications and amendments

e Questions
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